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FOREWORD 



Changes to this manual will be supplied on a page basis, and will be published as reciuired As 
change pa ges „ received they will be inserted in their proper place, and the reptXgea £ 

Each page of the manual bears a date in its upper inside corner This dnte the u Q +e ■? 
publication. Psges which represent changes will carty 

Paragraphs are numbered consecutively throughout the entire manual. Paragraphs with deni 
al suffixes indicate added paragraphs. For example, a paragraph numbered 23*1 represents the 
first mam paragraph following paragraph 23. represents the 

• , P f f geS , a / e , numbered consecutively throughout the book. If new pages are added within the 

book the added pages will carry alphabetical suffixes a n r \ within the 
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CHAPTER I 
INTRODUCTION 



I. Purpose 

a. The accumulation of masses of files not 
only reduces administrative efficiency by imped- 
mg the use of current files but decreases im- 
measurably the utility of records for legal or 
historical purposes. Therefore a comprehensive 
program for the retirement of noncurrent files 
and for the orderly disposal of valueless papers 
is essential. The general purposes of this pro- 
gram, which is an integral part of the War De- 
par ment records administration program, are: 
U) io assure the protection of permanent 
records and to facilitate their use, and 
(2) lo provide for the orderly disposal in 

T f. n “ " th s ““ utor >' r«rairement S of all 
other files of all elements of the War Depart- 
ment and Army. v 

b. The objectives of this manual are to im- 
plement the War Department records adminis- 
ation program so far as it. relates to the dis- 
position of records by : 

(1) Establishing the responsibilities of War 
Department agencies under the program, (See 

(2) Describing the purpose and technique 

olas (See cSr reCOrdS disIX ’ sitiM ’ 

(3) Explaining t.h^ f'mctinn . 

activity of records depots and War Department 
records depositories to which noncurrent files 
are retired. (Seech. 4.) 

(4) Furnishing instructions for the retire- 
ment, special handling, or destruction of files of 
neld units and installations, (See ch, 5.) 



’ T ! e ^visions of paragraph 25 defining 
applicability of disposal standards contained 
m chapter 5 will be carefully observed. 



2. Scope 

a. This manual and supplements authorized 
herein, constitute the basic authority for the 
disposition of noncurrent files of all elements of 

I ! T " ent and the Arm ^ Procedures 
the handling or maintenance of current files 
are included only when necessary to an under- 

retiremfntf 111StrUCti ° ns relatin F to disposal or 



I 



3. Definitions 

When used in this manual, the words or terms 
Psted below will have the following mining 

is ? madetnVr ieS a Whkh frequent reference 
tive work 6 C ° ndU ° f CUrrent admi nistra- 

Disbandment. The discontinuance of a unit and 
Wlthdr f wal of J ts designation from cur- 

records^ th ° f ^ Army> 0r from current 
d the major com mand having juris- 
d chon thereof. The expression “demobilize” 
is not used in this sense. 

Discontinuance. The placing on an inactive or 
surplus status of an installation or activity 

W m Which aB mmtary 

D ' Tsah'age 6 elimination of ffles ** destruction 

disposal standard. The retention period estab- 
ished by the War Department and approved 
m accordance with statutory requirements 

foo£ st b ruction or sai r e <**££ 

, V Ui3mg accumulated as a re- 
sult of activities or functions common to more 
umt or installation of the military 
establishment. It applies both to clear and 
clashed (security) files of the lypeB 

Disposition. Retirement of files, reduction of 
«es by a mierophotographic process and 
elimination of files by destruction, salvage 

agency ^ t0 * War De P ai *tment 

A 'n?;. The terJI ! nie * is Used t0 Include any 
papers, record or nonrecord, accumulated in 

filing equipment, boxes, or on shelves and 
occupying office or storage space 
Inactivated unit. A unit from which all person- 
nel has been withdrawn, but whose designs- 
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tion is continued in the current records of the 
Army, 

Inactive installation. An installation at which 
all activities except those necessary for pro- 
tection of property, have ceased, but which 
again may be brought into operation by the 
War Department. 

Installation. All posts, camps, stations, air bases, 
schools, and ground force agencies in con- 
tinental United States (including both com- 
mand and industrial installations) and com- 
parable installations overseas, including in- 
termediate headquarters below major subor- 
dinate command headquarters. 

Major command headquarters. The headquar- 
ters of the three major subdivisions of the 
Army — Army Air Forces, Army Ground 
Forces, and Army Service Forces (excluding 
headquarters offices of chiefs of technical 
services) — and headquarters of oversea thea- 
ters and commands which report directly to 
the War Department. 

Major subordinate command headquarters. The 
headquarters of Army Service Forces service 
commands and technical services; headquar- 
ters of functional commands and air forces 
directly responsible to the Commanding Gen- 
eral, Army Air Forces; headquarters of 
ground force commands directly responsible 
to the Commanding General, Army Ground 
Forces ; and comparable headquarters of over- 
sea commands directly responsible to the 
commander in chief or commanding general 
of an oversea theater or command who re- 
ports directly to the War Department. 
Noncurrent files. Files which are not required 
or are infrequently required in the conduct of 
current administrative work, including files 
of inactive or discontinued installations and 
inactivated or disbanded units. (See pars. 14 
and 15.) 

Nonrecord material. Papers and documents that 
can be disposed of without authorization from 
the Congress, For detailed explanation see 
paragraph 26. 

Oversea theaters and commands. Theaters of 
operation, United States Army Forces, de- 
partments, base commands, and service com- 
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mands, outside the continental United States. 
Records. All books, papers, maps, photographs, 
or other documentary materials regardless of 
physical form or characteristics, made or re- 
ceived in pursuance of Federal Law or in 
connection with the transaction of public 
business and preserved or appropriate for 
preservation by that agency or its legitimate 
successor as evidence of the organization, 
function, policies, decisions, procedures, op- 
erations, or other activities of the Govern- 
ment or because of the informational value 
of data contained therein. 

Records depot. An intermediate depository 
through which noncurrent files, other than 
certain classes of specialized files, are proc- 
essed and in which they are administered 
pending either destruction or transfer to a 
permanent depository. 

Retirement. Transfer of noncurrent files to a 
records depot or War Department records 
depository. 

T/O unit. A unit regularly constituted and ac- 
tivated in accordance with a Table of Organ- 
ization, Table of Organization and Equip- 
ment, or special Table of Organization and 
Equipment (AR 220-5) approved by the War 
Department for the type unit. When used in 
reference to units in the continental United 
States, the term is specifically defined to ex- 
clude certain types of units, described in ap- 
pendix II, whose files are retired to ASF 
service command records depots rather than 
Organization Records Branch, AGO. 

War Department offices. The Office of The Sec- 
retary of War, which includes the offices of 
the Secretary, the Under and Assistant Sec- 
retaries, and the Bureau of Public Relations ; 
and the Office of the Chief of Staff, which in- 
cludes the divisions of the War Department 
General and Special Staff, 

War Department records depository. A specified 
depository used for the receipt of specialized 
classes of files. Files retired to such deposi- 
tories are preponderantly of long-time or per- 
manent value which, for technical or admin- 
istrative reasons, require centralized facili- 
ties. 
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CHAPTER 2 

DUTIES AND RESPONSIBILITIES 



4. The Adjutant General 
The Adjutant General is charged with full re- 
f° r supervision, coordination, 
and direction of the records administration pro- 
gram ot the War Department and the Army. 

e directs such action and requires such re- 
ports m connection with the disposition of rec- 

.nStw, 1 ' 8 '” 11 fcr Proper s “ pervision 



Office of the Secretary of War and 
War Department General Staff 

th !nffl eCOrC l\ a u dni i ni3trators are designated for 

the nm Ce ° f At e Secretary of War (to include 

Assistant's / SeCretary ’ the Und er and the 
Assistant Secretaries, and the Bureau of Public 

Relations) and for the Office, Chief of Staff (to 

iw stX Var General a„7s£ 

cial Staff Division) to be responsible for: 

nffi J ;- Urvey and evaluation of files of 
offices and divisions for which designated. 

schednl h t deVe ° P 1 ment of records disposition 
schedules to control the destruction and retire- 
ment of noncurrent files. 

J n S) , Supervision of the elimination of non- 
lecords and records authorized for disposal 
pnor to retirement of remaining noncurrent 

Arlifi S + udmission of disposal schedules to The 
Adjutant General for information and for nec- 
essary action concerning records requiring Con- 
gressiona! approval prior to destruction. 

(5) Reporting progress to The Adiutanf 
eneral as specified in paragraph 286. 

fleets anr?°a dSOffiCerS may be desi £nated in of. 
thf -n d dl ,y iS10ns . as rec iuired to accomplish 
proper disposition of noncurrent files. 

6. Major Commands 

«. The Commanding Generals of Army Air 
orces Army Service Forces, and Army 
Ground Forces and of oversea theaters and 

parent rep ° rting direct]y to the War De 
partment, are responsible for all records dis- 



marnir ECtivitieS Within their respective com- 

6 Records administrators are designated at 

b “ rS f 6aCh maj ° r command in the 
zone of the interior and as required in oversea 
theaters, to be responsible for the following 
functions relating to the disposition of files • 

withi! tlf snpervi f™ of the entire program 
ithin the command concerned, including the 

issuance of instructions necessary to the accom- 
plishment of the program. 

(2) Supervising the preparation of records 
sposition schedules to control the retirement 
desti uction of files of headquarters offices. 

™ a Tr ? ining and ins Pection of the work of 

iW d i a ? m T St I at ° rS and records offi cers des- 
t^nated at subordinate commands and installa- 

r)ire ^ tin ^ the development and publica- 
tion of such uniform standards governing the 
retirement of particular types of files of active 
units and installations as may be deemed essen- 

( 5) Review of disposal recommendations 

tioTnf tlng h W1 ?5- n the command a nd the initia- 
tion of such additional action as may be neces- 

Ge7erar D Sv e f °f Submission to The Adjutant 
Generai additional general disposal standards 

not already approved by the War Department. 

4 Hint De ^ lopment and, upon approval by The 
Adjutant Genera], publication in supplements 
_ his manual of disposal standards to govern 
the ^destruction of files unique to the majofeom- 
“ ncern 1 ed - (The Chi ^ of Engineers pub- 

i U tnt d r P0SaI , S andardS approved by The Ad- 
fn?,t Ge !! e f f0r fiIes unifJue to civil works 
functions delegated to him by the Secretary of 

(7) Implementation when essential of dis- 
posal standards published in this manual by: 

(a) Such clarification as may be necessary 
(m terms of specific documents) to accomplish 
the purposes of this manual. 
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( b ) Development of lists of specific docu- 
ments and papears falling within the approved 
categories of nonrecord material defined in 
paragraph 26, 

(8) Facilitating at all times the close liaison 
essential between installations, offices, and ac- 
tivities, and depositories, in executing an or- 
derly program of records retirement. 

(9) Development of standing operating pro- 
cedures for the disposition of files of discontin- 
ued installations and of installations changing 
status. 

(10) Reporting progress of the disposition 
of files as specified in paragraph 28. 

(11) Supervision of the operations of such 
records depots or depositories as may be as- 
signed to the command concerned. 

c. Twenty copies of all directives relating to 
the disposition of files will be forwarded im- 
mediately upon issuance to The Adjutant Gen- 
eral (ATTENXTON: Records Management 
Branch). 

7. Major Subordinate Commands 

a. Records administrators are designated at 
headquarters of major subordinate commands 
in the zone of the interior and as required in 
oversea theaters, _ and are charged with such 
functions listed in paragraph 6b, as may be 
directed by maj or force headquarters. 

b. Records administrators at ASF service 
commands are particularly charged with estab- 
lishing and maintaining liaison through appro- 
priate channels between service command rec- 
ords depots and installations of Army Ground 
Forces, Army Service Forces, and Army Air 
Forces in order* to provide for the systematic 
receipt and use of noncurrent files transferred 
to the depots. 

8. Jnstallati ons 

a. Records officers are designated at all in- 
stallations in the continental United States and 
at such installations or comparable organiza- 
tions overseas as may be directed by the com- 
manding generals of oversea theaters and com- 
mands, Subject to supervision through usual 
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command channels, they are charged with re- 
sponsibility for all files created and maintained 
by the installation or organization and in this 
respect they are responsible specifically for: 

(1) Maintaining and keeping current the in- 
stallation’s records disposition schedule and in- 
stalling filing procedures to make it effective. 

(2) Prompt disposal of nonessential nonrec- 
ords and records authorized for immediate dis- 
posal in block upon becoming noncurrent. 

(3) Segregating and disposing of specialized 
files authorized for centralization or special 
handling as provided for in chapter 5. 

(4) Periodic inspection of files, preferably 
quarterly, to insure compliance with disposition 
instructions. 

(5) Liaison with records depots and War 
Department records depositories to facilitate 
the use of files transferred thereto. 

(6) Proper arrangement and packing of files 
as specified in paragraphs 20 and 21. 

(7) Preparing lists and other data as di- 
rected by supervising headquarters prior to 
change of status of the installation. Whenever 
possible the following will be furnished to the 
service command or oversea records depot to 
which the noncurrent files of the installation 
are transferred : 

(a) Organization charts showing the rela- 
tionship of the offices in which files were ac- 
cumulated to other offices in the headquarters 
or installation and to include all changes in or- 
ganizational structure and distribution of func- 
tions which may have been made. 

(b) A listing showing the disposition made 
of files transferred to War Department records 
depositories or transferred with an operating 
function to an active installation. 

(8) Making recommendations through com- 
mand channels for the scheduled disposal of 
files, other than nonrecord material. 

(9) Assisting commanding officers of T/O 
units stationed at the installation in making 
proper disposition of their noncurrent files. 

. (10) Reporting progress as required by the 
appropriate headquarters. 

(11) Such additional duties as may be re- 
quired by higher headquarters. 
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CHAPTER 3 

RECORDS DISPOSITION SCHEDULES 



9. General 

Records disposition schedules are the approved 
means of establishing systematic plans for the 
disposition of files. Schedules will be based upon 
approved disposition policies and will constitute 
continuing instructions for the retirement and 
destruction of files. Records administrators and 
records officers will utilize schedules as a means 
of administrative control to obtain compliance 
with approved policies. 

!0. Preparation of Schedules 

a. Records disposition schedules will be pre- 
pared for each office, headquarters and installa- 
tion in the continental United States and for 
such oversea headquarters and organizations as 
may be directed by the commanding generals of 
oversea theaters and commands. Schedules will 
cover all files and will utilize fully the disposal 
standards and other disposition instructions 
contained in chapter 5 or in authorized supple- 
ments to this manual. 

b. Records disposition schedules will contain 
the following minimum information : 

(1) Identification of the particular office ac- 
cumulating the files. 

(2) Precise description of each class or type 
of file. It is essential that this description be 
sufficiently clear and definite to avoid subse- 
quent confusion as to the coverage intended. 
Individual documents or papers should not be 
identified unless such documents or papers are 
filed separately as an individual series. Decimal 



or other subject correspondence files will be 
identified as one type of file unless portions of 
such files should be destroyed or otherwise dis- 
posed of in block independently of the re- 
mainder of the file. These portions will be identi- 
fied as a separate type of file. 

(3) Disposition instructions for each type 
and class of files identified. For permanent rec- 
ords the instructions will indicate the period of 
time the particular type of file is to be held in 
the operating office prior to transfer to the ap- 
propriate records depot or depository. For files 
of temporary value the instructions will state 
the period of time that must elapse prior to de- 
struction or other disposal. In cases where it is 
unnecessary that files of temporary value be 
held in operating offices during their entire 
period of retention, the instructions will indi- 
cate when retirement to the appropriate rec- 
ords depot is to be effected. The period of time 
after which files will be destroyed or retired 
may be stated as a fixed period, for example “1 
year”; as an indefinite period which terminates 
with a specific event, for example “When the 
employee is separated from the service,” “1 
year after audit and clearance of pay roll,” etc. ; 

or as ap "ncrmn/T n-P flvv, ^ 

- — ua time, ioi example, 

“1 year or upon discontinuance of installa- 
tion.” 

c. To expedite the preparation of records dis- 
position schedules use of WD AGO Form R~ 
5112, illustrated below, which may be repro- 
duced locally as required, is recommended. 
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3. 



6 . 



INSTRUCTIONS FOR THE PREPARATION OF RECORDS 
DISPOSITION SCHEDULE 

° f the headquarters or installation 
schedule. P y ly g the unit and lts locatlon in the heading of the 

2 ' c^r a tn] d ^hLted "Lch s “ bunit - pa » el ' s - *•*! ~c- 

chapter 5. Folder by folder or paper bv panel rT " 1 °- l n 1 16 flmct 'onal categories used in 
posed of duplicate or extra corfv TnonUTd 8 , be avoide4 Entries for items corn- 

copies. PJ (noniM ° rd > PnP«s ml) indicate the location of the record 

— W ' th V0, ““ * d “‘ e aad 
h Disposal Authority (col. 3). 

“■ “ this ™ a > <« “ 
the accepted category of such material will hp tv, 6 des ^ r °F ed - F °r nonrecord items 
files believed to ^Bufflciett^lSrS w 1 6 W ° rd “ n ° ne ” WilJ be entei ‘ ed for 

no disposal standard exists for records ^ long ‘ tinie retention - Where 

be obtained” will be entered « temporary value, the phrase “To 

approved disposal standard will be submitted throug^ThTnels ** edtablishment of an 

6 ' .H-dqn-W™ . ill enter the phrase "to 

struction. The Adjutant General will notifv c», , Ir ! ag Congressional approval prior to de- 
obtained. Entries for nonrecord or permanent items “ll U2 tadSw 

MdTn addition l sti?specify bde^Vthe actloTnJelsaTt^ Ktir ?™' ,t or <!astr ’ Jcti °n Periods 
Special attention will be given to "cutT S "1^ ^irement or destruction . 
growing files will ordinarily be screened for dhpoS? ffleS ' S, °*' 

tDraft schedu'es will be approved by the officer responsible for the activity which accumuiates 



II. Submission of Schedules 
a. One copy of each records disposition sched- 
ule prepared for War Department offices, major 
command headquarters, and major subordinate 
command headquarters will be submitted 
through channels to The Adjutant General for 
information and necessary action as to record 
items requiring Congressional approval prior to 
destruction. Records administrators will iden- 
tify and describe record items in sufficient de- 
tail to permit an appraisal of their administra- 
tive ? legal, and historical significance. 

b. Each installation records disposition 
schedule will be submitted for review and ap- 
proval as required by the major command rec- 
ords administrator. After approval one copy 
will be forwarded to the appropriate sendee 



command or oversea records depot. 

12. Submission of Additional 
Disposal Standards 

Based on the review of installation schedules, 
records administrators will be responsible for 
initiating recommendations for additional gen- 
eral disposal standards for classes of records 
not already included in this manual or in au- 
thorized supplements thereto. Recommendations 
will be submitted through channels to major 
command records administrators who will re- 
view and transmit them to The Adjutant Gen- 
eia! for final approval. Disposal standards will 
not be submitted piecemeal but will normally 
include all disposable files of a function or op- 
eration not already covered. Each recommei. 
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dation will include: 

a. Description of the 1 unction or operation 
and of the types of papers accumulated thereby, 
grouped so far as practicable to conform with 
prevailing filing practices so that a specific re- 
tention period for a given type of file will allow 
destruction of the file as a unit, 

b. A specific retention period for each type 
of file, together with an explanation of the pre- 
cise purpose served by the file. 

c. Refeience to pertinent directives in publi- 
cations relating to the function or operation 
concerned and to the files created thereby. 
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13. Evaluation of Records 

a. The preparation of records disposition 
schedules requires that files be evaluated in 
terms of possible future utility to the War De- 
partment and the Federal Government. Only a 
relatively small proportion of the records cre- 
ated have value sufficient to justify their per- 
manent preservation. It is imperative, however, 
that this nucleus of records of enduring value 
be identified and preserved. 

b, . Records worthy of preservation as a part 
ot the permanent archives of each federal 
agency, as stated by the National Archives, are 
those reflecting: (1) the organization and ad- 
ministrative history of the agency; (2) the pol- 
icies it followed and the reasons for their adop- 
tion;_( 3 ) its working methods; (4) its specific 
individual transactions so far as they estab- 
hshed a legal status of any kind or as they mav 
be presumed to have a general and continuing 
interest; (5) the general social, economic, or 
otiiGi conditions with, which tho agency dealt 

c. Iv icords which establish a legal status, such 
as those relating to personnel, Government- 
owned real estate, criminal investigations, or 
contractual obligations (including both the 
procurement and sale of property) are gener- 
ally readily identifiable. It is less easy, particu- 
larly for field installations and units, to identify 
the materials which may be of value under the 
broad categories specified in (1), (2), (3), and 
(5) in b above. Field installations and units 
normally will have few of such records, since 
policies are generally determined at major 
headquarters or by the War Department, and 
the activities of such field installations and 
units are reflected in correspondence and re- 
ports forwarded to these headquarters 

d. During wartime, however, when relativelv 
broad discretion in policy and procedural mat- 



ters is exercised at such headquarters as ASF 
service commands and AAF functional com- 
mands, and particularly in oversea headquar- 
ters which exercise broad discretion in com- 
mand matters, the general files and the files of 
staff sections will contain correspondence, di- 
rectives, staff studies, reports, and other mate- 
rials not forwarded to the War Department, 
which warrant permanent preservation, after 
scieening, as a record of the activities of the 
command. These files should be preserved with 
their own separate identity, in the arrangement 
in which they were maintained by the command. 
The advice of historical officers assigned to in- 
stallations and units of the Army and to offices 
of the War Department will be utilized in eval- 
uating records for permanent preservation. 

a. Where doctrine and policies are likely to 
be developed with respect to organization, train- 
ing, personnel, and materiel, such as at schools, 
ti aining centers, research centers, proving 
grounds, arsenals, etc., both general files and 
staff section files will contain records of perma- 
nent value. Army Ground Force historians, for 
example, have found documents of particular 
interest under the following general subject 
headings in decimal files: Reports (normally 
319.1), telephone calls (normally 311.3) inspec- 
tions and investigations (333), conferences 
(337), strength (320.2), schools (352), traili- 
ng (353), and maneuvers (354.2). When the 
decision or policy is important, all types of 
papers which document it are important, in- 
cluding such normally nonessential papers as 
routing slips when containing informational 
comments, directives, or other notations. 

/. War Department historical officers have in 
some instances found that office files of con- 
venience or important reading files of staff ele- 
ments or the commanding generals of major 
commands and major subordinate commands, 
together with policy books, or comparable ref- 
erence and policy material maintained by these 
or any other headquarters organizations, are 
especially valuable for historical purposes. Pol- 
icy books are compilations of basic directives 
from higher authority or outside agencies, and 
office orders created within the agency itself 
which reflect policy and procedural decisions. 

14. Determining When Files Become 
Noncurrent 



The basic standards for determining when fi 



es 
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become noncun^nt, that is, eligible for trans- 
fer to the appropriate records depot or War 
epartment records depository, are first the 
m of use; second, the fredueVof ! 

%%£££ accum “ ,ation ’ <■ 

fijea JolZ°L USE ' N ° insta!,ation wilJ maintain 
y or conespondence containing re- 
quests for information from the records, when 
the papers accumulated during the course of ad- 
m.n.stat.ve action taken by the activity the 
performance of its current mission have been 
completed and closed out. Requests for infoi- 
mation based solely on records can be handled 
at records depots or special depositories 
to fu“ mpe : Eeqilests f °r information relating 

arated 7™^°^ ° f en,isted Personnel sept 
arated from the service, or requests for clin- 

XTS °i individuals dl 'seharged from hos- 
pitals. The files are current, in the first in 

toy.V 0 th°" f “ , the i,Klivid “ 1 is ™ act/™ 

a y > m second, so long as the natipnt io 
under treatment in the hospital. A further ex- 
ample is the file relating to the development of 

is cu™t ar S n I 1 ” ° f ° rdnance mat ^i el. This file 
is curient so long as developmental action is 
being taken on the item. 

b. Frequency of Use. After type of use has 
een considered, frequency of use is a determin- 
ing criterion. New administrative action e- 
Pemng a case file which has been closed out fs 

procurement 'f ^ tyPeS ° f ^^nienel I 
procurement fiscal, property, maintenance and ; 

other administrative files. The frequency of t 

such use, which generally requires temporary s 

n hdrav-al of the file by the activity re sp 

e'er for taking action, can be estimated or t 

analyzed statistically, and a reasonable retire „ 

ment period fixed. No arbitrary rule for I 

tivitiPQ rvf t-u A OUJ| udry luie tor all ac- 01 

local nhvsinnW f Iny Can ^ ,aid dovvn ’ since oi 

. Physical factors an d communications f a - ai 

eddies are influential factors, but the practice 

renT?tatus ra d in ^ ac f lvIties in reta ming, in cur- m 

rent status, administrative files beyond a rea- ar 

sonable likelihood of active use will be discour- 

QuSrSa , Exa , mP,eS ° f a type of fifc® ** ex 
quently held too long m current status are cen- wi 

a decimaI correspondence files. Less than <> 

percent of lhe searches made in such files a™ a c 

years Ju ^ 6 US6 ° f papers moi ' e than 4 fro 

For fi Jr ?n in vejy ,ar » e headquarters files. con 
.. 6 'ustallations files a 1-year cut-off, with tioi 
i emen after 2 years in a current status, is by 



generally ample. 

c. Rate of accumulation. It is neither eco- 
nomical nor efficient to transfer files to non- 
cuirent storage a handful at a time. Common 
ense judgments are essential, and the rate of 
accumulation of a particular series of filed pa- 

oTll 5 ? f ? Ct r; a] ° ng With type “ d frequency 
use, to be taken into consideration. A group 

of logically-related filed papers or folders, which 
otherwise could be scheduled for retirement as 
a unit, may grow so slowly that the cost of fre- 
I , indlv] dual handling is greater than the 
savings resulting from its retirement or de- 
stiuctjon. These papers or folders should be 
he d i n current status either until the volume 
justifies retirement (if they cannot then be de- 
stroyed) or they should be described in more 

fm S With other filed material and a 
cut-off established for the file as a whole. 

Example: Decimal correspondence files. While 

■arv P in e thtf mler different Sllbject headings will 
ary m the frequency of use, it is normally more 

effic ent and economical to establish a cut-off 
i the whole file, based on declining frequency 
use of papers anywhere in the file, than to 
landle each subject heading individually. 



15 Disposition of Files of Installations 
Changing Status 

latL'^h Cei ’- ai ’ n ! XCepti0ns ' the files of instal- 
lations changing status are arbitrarily defined 

as noncurrent,” even though they may be ac- 

statu~° Thief 6110 ? VT f ° i!owing cha nge of 

d scontin^d a wJl t0 instaUations bein * 
discontinued as wen as to installations being 

mafd Ttu r ° ne ° f the three ma J' or com- 
mands of the Army (AAF, AGF, ASF) to an- 
other, or, within these major commands, from 

(1) Files necessary to the operation and 
maintenance of the installation’s physical plant 
and equipment will remain at the installation. 

current S 

S^ alanC6S inV ° ,Ved “ f- 

(S) Files essential to the administration of 
a continued activity which has been transferred 
fi'om the installation being relinquished or dfs 
continued to another headquarters or installa- 

rthTlt tran f n T d t0 the ,atter ’ - dl '^cted 

" the headquarters having command jurisdic- 
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tion, but will be specifically limited to files 
needed to administer a transferred operating 
activity (excluding the activity of record-keep- 
ing itself), 

_ b • When any unit, headquarters, or subdivi- 
sion of a headquarters is reorganized, consoli- 
dated, or redesignated and personnel and equip- 
ment are transferred to a new command, files 
w iU he closed out as of the date of discontin- 
uance of the former command and properly 
identified as the files of the discontinued unit or 
office. 

(!) Files which are thus cut-off will be re- 
tained by the successor unit or office until in- 
active, If, during this period, active papers or 
individual files are withdrawn and incorporated 
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in current files of the successor unit or office, 
appropriate cross reference will be left in the 
file from which the papers were withdrawn, 

(2) With the exception of individual active 
papers, as provided above, files of such redesig- 
nated or reorganized units or offices will not be 
merged or interfiled with the records of any 
other unit or higher echelon, but will be main- 
tained so as to preserve the administrative or- 
igin of the records. Specific exceptions to this 
rule will be authorized only by The Adjutant 
General. 

(3) When inactive, the cut-off portion of the 
files will be transferred to the appropriate rec- 
ords depot. 
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CHAPTER 4 

RECORDS DEPOTS AND WAR DEPARTMENT RECORDS DEPOSITORIES 



Section I. OBJECTIVES 



16. General 

a. Records depots and War Department rec- 
ords depositories are established for the re- 
ceipt, processing’, housing, and administration 
of noncurrent files of the War Department and 
Army. Records depots and depositories provide 
adequate facilities to which noncurrent files can 
be retired on a continuing basis and in a sys- 
tematic manner, and in which the bulk of non- 
cun ent files can be reduced to the minimum re- 
quired for long-time or permanent retention by 
the elimination of valueless files or by micro- 
filming. Personnel of the depots and deposito- 
ries provide service on and facilitate use of re- 
tained records by furnishing files or documents 



or supplying information from files, and when 
necessary make administrative determinations 
and complete administrative action in cases not 
requiring staff or headquarters decision. 

, k- Records depots and depositories are de- 
signed to relieve units, installations, and head- 
quarters offices of the custodial responsibility 
for and the paper work incident to the admin- 
istration of noncurrent files, and to effect in- 
creased efficiency in servicing current files. 
Likewise it is intended to secure the preserva- 
tion of valuable records and make them avail- 
able at all times; to minimize the problem of 
files disposition on demobilization; and to keep 
mobile units free of unnecessaiy impedimenta. 



Section II. TYPES AND PURPOSE 



1 7. Types of Depots and Depositories 

a. To achieve the objectives stated above, 
lecords depots and depositories are established 
as follows : 

(1) Records depots for the receipt of non- 
current files, other than the specialized classes 
. LU uejuw. necord depots are 

intermediate depositories through which non- 
current files are processed and administered 
pending either destruction or transfer to a 
permanent depository. 

^ ar Department Records Depositories 
tor the receipt of specialized classes of noncur- 
rent files which, for technical or administra- 
tive reasons, require centralized facilities. 

b. The location and addresses of records de- 
pots and depositories are contained in appen- 
dix I. 

18, Records Depots 

a. Seiuice Command Records Depots, (l) 
One records depot is established in each of the 



numbered service commands of the Army Serv- 
ice Forces to receive noncurrent files of head- 
quaiters of major subordinate commands, (ex- 
cept headquarters of the technical services, 
Army Sendee Forces) and of all zones of the 
interior installations. Additional service com- 
mand records depots may be authorized only 
by The Adjutant General. 



(2) Army Air Forces and Army Ground 
Forces major subordinate commands and in- 
stallations retire noncurrent files to specified 
service command records depots on a functional 
lather than a geographic basis. (See App. II.) 
Headquarters^ of ASF service commands, all 
A .,F lnstal]a Dons, and all special installations 
will retire noncurrent files to service command 
records depots serving the geographical area in 
which located, except as provided in appen- 



b. Oversea Records Depots. Records depots 
are established in each oversea theater and 
command, as directed by the commanding gen- 
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era! thereof to receive and, so far as practicable, 
to process the noncurrent files of all elements under 
his command, and to ship such files at periodic 

“n t0 | the 0rgnnization Records Branch, 
AGO, The depots will receive, on request, the 
noncurrent files of activities located in such 
theaters or commands, but not under the jurisdic- 
tion of the commanding generals thereof. 

(1) Prior to any major movement within a 
theater, and at such other times as may be directed 
by the commanding general, T/O units will dear 
their files of papers authorized for disposal and 
other noncurrent files not needed for future action 
pack the latter m accordance with paragraphs 20 
and 21, and ship them to the appropriate oversea 
records depot. 

(2) Upon readjustment and redeployment move- 
ments or inactivation or disbandment overseas 

be^luowed 1 CUITeilt readjustment regulations will 



19. War Department Records Depositories 

m Ti R .J E f AR ™ ENT Headquarters Files. 

d he Adjutant General is charged with re- 
sponsibility for the custody and administration of 
noncurrent files of War Department offices, Head- 
quarters, Army Air Forces, Headquarters, Army 
Ground Forces, Headquarters, Army Service 
1 orces (including offices of chiefs of ASF technical 
services); integral elements of such headquarters 
located outside the geographical limits of the 
MiL ary District of Washington, offices of the 

I ? IStnct of Wa shmgton, and installations 
under that command. Lists of headquarters ele- 
ments located outside the Military District of 
Washington will be issued at armrnnria^ intervals 
by The Adjutant General for ‘the 
Headquarters concerned. 

( 1 w nC T”‘ flles of lIwse officea retired 
to the War Department Records Branch, AGO 

on the basis of records disposition schedules ap- 
proved by The Adjutant General. P 

b. Personnel Files. The Adjutant General 

of r If P ° nS , lble for the ^stody and administration 
files of separated military and civilian per- 

dTol* °" ceatra,izei “ the 

(1) Demobilized Personnel Records Branch 

o ffi ;/r?; VeS , Pe T anent rec0rds of separated 
fficers and enlisted personnel, except that files 

of retired Regular Army Officers are maintained 

m Officers Branch, AGO, except for certain mis- 

laneous persomiel records as indicated below. 

(-) Discontinued Projects Branch, AGO re- 

AGO 2598A— Dec. 674971“ 45 <> ’ 



ceive, official 201, Mi gm cc, aid medical ffiea 
of civilian personnel separated from the War 
Department or transferred to a duty station 
outside the United States. 

(WD C lm“p R '«“ S ' «) records 

(WD MD Form 55-senes), together with the 

Us “ IS L er Index > the outpatient index on WD 
i D Form 52a (Index Record of Patients), and 
J ffied documents forming part of the clinical 
hies (such as board proceedings) of disbanded 
inactivated, or abandoned military hospitals will 
e segregated from the balance of hospital files 

Branch, W AGO^ *° Dem ° bilized Perso ^ Records 

(2) Noncurrent clinical records of active hos- 

Br^nL A^n Centrali f din the Clinica l Records 
Branch, AGO, according to the procedures pre- 

scribed by WD Pamphlet 12-14. (Centraliza- 

SSwXSST “ d Serrioil ‘ s of Noncurrenl 

d. Purchasing and Contracting Piles Cer 
tain procurement files of Army Air Forces and 
rmy Service Forces are centralized in two de- 
positones, in accordance with current directives 
of the Commanding Generals, Army Air Forces 
and Army Service Forces. In oversea theaters 
and commands, all procurement files are retired 
to the appropriate oversea records depots unless 
specific exception is made by The Adjutant Gen- 

(1) Army Air Forces procurement files are cen- 
tralized under the Air Technical Service Com- 
mand. 

® I A ™y Service Forces procurement files are 
centralized m Contract Records Branch. AGO 
e. Disbursing Officers' Money Accounts.' 

I he Fiscal Director is responsible for the cus- 
tody and administration of noncurrent files of 

“T* ° ffiCerS ' , retailled “oney accounts, 
except such accounts relating to civil works funds 

/. Photographic Files. Photographic records 
are centralized as follows: 

bv C pbm ir F0T T alrand . gr0Und stm Photography 
Hqs AAF gfaP mS1 ° n ’ A ° /AS Inte % e ^e, 

(2) Air Force air and ground motion picture 
photography by Motion Pictures Services Divi- 
sion, AC/AS Intelligence, Hqs, AAF. 

(3) All other still photography by the Army 

Officer 1C6 ’ ° f the Chie/ Signal 

th f 4 Q AU ]°n lier m ^ ti0n Picture Photography by 
b "' gn f c . Corps Photographic Center, Office of 
the Chief Signal Officer, 
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9- T/O Unit and Oversea Theater Files. 

he Adjutant General is responsible for the 
custody and administration of all noncurrent 
hies of T/O units and headquarters of defense 
commands within the continental United States 
and of noncurrent files of all units, installations, 
and headquarters organizations in oversea theaters 
and commands received from oversea records 
depots. These files are centralized in Organiza- 
tion Records Branch, AGO. (See App. II for 
description of certain types of units which are 
retired to ASF service command records depots.) 

■ , o 10r t0 movement oversea from continental 

United States, and at such other times as may be 
directed by the Commanding Generals, Army 
Ground Forces, Army Service Forces, and Army 
Air Forces, T/O units clear their files of papers 
authorized for disposal and other noncurrent files 
not needed for future action, pack the latter in 
accordance with paragraphs 20 and 21, and ship 
them direct to Organization Records Branch, 
AGO. The provisions of POM will be followed 
in determining files to be taken overseas. 
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(2) Trophies and other unit property will not 
be packed and shipped as records. 

(3) Whenever a unit is inactivated or dis- 
banded in continental United States, its Field 
Manuals, Technical Manuals, Graphic Training 
Aids, catalogs, books, blank forms, stationery 
and other office equipment and supplies will be 
turned in locally for disposition as prescribed by 
the commanding officer of the installation at which 
inactivation or disbandment takes takes place 
with a view to reissue or salvage. AAF activities 
will follow the procedure outlined in AAF regula- 
tion 5-9 in disposing of such material. 

(4) Commanding officers of T/O units will 
mspect records prior to shipment, either in person 
or by a designated representative, to insure that 
instructions are followed. 

h. Records Service Branch, AGO, receives 
certain miscellaneous records pertinent to military 
personnel, including original morning reports, sick 
reports, rosters, medical cards, and series of pub- 
lished orders, bulletins, circulars, and memoranda 
forwarded by specified commands to The Adjutant 
General in accordance with existing directives 



Section III. PACKING AND SHIPPING PROCEDURES 



20. Standard Records Shipping and 
btorage Box 

In order to facilitate storage and use of records 
the containers in which they are shipped, a stan 
ard records shipping and storage box is presents 
or e shipment of files to service comrnar 
records depots, oversea records depots, and Wi 
■Department records depositories. Military an 
civilian personnel records forwarded to" Th 
Adjutant General in accordance with currer 
regulations need not be shipped in such container; 

a. A quantity of wooden locker boxes suitabl 
for records shipment and storage and surplus b 
stocK level requirements, has been allocated t, 
commanding generals of numbered ASF servic; 
commands and the Military District of Washing 
ton for use by all installations within the conti- 
nental United States. 

(1) Prior to the procurement of standard record® 
boxes records officers at installations within the 
United States will advise the appropriate ASF 
service command (ATTN: Records Administrator) 
of their records box requirements in order that 
available surplus stock thus allocated may be 
utilized until exhausted. In order to avoid un- 
necessary shipment of empty locker boxes, Army 

AGO 2596A J 



Air Forces and Army Ground Forces installations 
will requisition such boxes from the Army Service 
Forces service command in which they are located 
Boxes will be requisitioned only for current needs 
and not for anticipated future requirements. 
Boxes will not be used for purposes other than 
shipment and storage of records. 

(2) Locker boxes which are of light plywood 
construction will be reinforced by the use of %-inch 
wooden strips prior to the shipment of the records. 

he strips will be nailed to the inner surface of 
each end of the box, one strip above and one below 
the cleat upon which the locker box trav was 
supported. (See fig. 1 .) 

b. In order to meet requirements for a standard 
record shipping and storage box when locker boxes 
as described above are not available, the use of a 
standardized nailed wooden box is prescribed. 
Ihe box will conform to the requirements of Speci- 
fication JAN-P-106, Style 2, except that sides, 
top, bottom, and ends will be standard 25/32-inch 
lumber (S4S), Inside dimensions will be: length 
30 inches; width 16 inches; depth 12 inches. 

(1) Cleats will be not less than 25/32 x 2% inches. 
All nails not clinched will be cement coated. 

(2) Cover will be held together with five %. 
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inch corrugated fasteners, two on one side and 
three on the other side, equally spaced, and two 
wooden c cats 25/32 x 5% inches on outside of 
cover nailed 4 inches from either end of the 
cover. Nads holding cleats to cover will be 
clinched not less than )i inch on outside. 

(3) Hooks and eyes. Boxes constructed for 
immediate shipment will not be fitted with 
hooks and eyes to fasten cover because of danger 
of damage in shipment. Boxes constructed for 
temporary retention at an installation may 
have hooks and eyes installed to facilitate local 
racking and search. However, hooks and eyes 
will be removed and placed in a fist envelope 

prior to shipment. Hooks and eyes will be 3-inch 
heavy type. 

(4) Hinges. The outside of the cover of the 
boxes will be fitted with two 4-inch heavy strap 
hinges, either bolted vrith 3/16 x 1 inch stove 
bolts or screwed to inside of lid with Hi-inch 
No 10 screws. Nuts will be on outside and bolt 
ends will be pinged to prevent loss of nuts in 
shipment. Washers will be used on both inside 
and outside of the box. Side of box will be mor- 
rsed to /finch depth and hinges set in enough 

to permit tight fit of lid. n 

(5) Strapping for shipping. The box will be 
reinforced with three flat steel metal straps not 
Jess than % x .020 inch, one strap to be centered 
over top, sides, and bottom and the two other 
straps to be applied over top, sides, and bottom 
approximately )', the length of the box from 
each end. 

(6) When files are transported by water, the 
box will be lined before packing with a prefabri- 
cated bag of wateroroof barrier mstsno' , 
forming to specification AXS-1246, Type L-2 
or M, and constructed as described in SB 3S-2 

(7) Applicable specifications. The following 

specifications on the issue in effect on date of 
invitation for bids will form a part of this speci- 
neation: r 

(a) Federal specifications. 

QQ-S-781— Strapping, Flat, Steel. 

QQ-S-790— Strapping, Hound, Steel 
Bare and Zinc Coated. 

(5) Quartermaster Corps tentative specifications. 
OQMG No. 106— Strapping Steel, Nail- 
less Type (Flat and Round Steel Wire) 
for Boxes, Crates, and Bales. 

OQMG No. 94 — Specifications for Mark- 
ing of Outside Shipping Containers by 
Contractors. 
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(e) Ordnance Department V. S. Army tenta - 
twe specifications. 

AXS-1246— Barriers, Waterproof (Ma- 
terials for). 

(d) Joint Army-Navy specifications , 

JAN-P-1 06-Boxes, Wood, Nailed, 

Notice. When Government drawings, speci- 
fications, or other data are used for any pur- 
pose other than in connection with a definitely 
related Government procurement operation, the 
United States Government thereby incurs no 
responsibility nor any obligation whatsoever 
and the fact that the Government may have' 
ormulated, furnished, or in any way supplied 
the said drawings, specifications, or other data 
is not to be regarded by implication or other- 
wise as m any manner licensing the holder or 
any other person or corporation or conveying 
any rights or permission to manufacture, use° 
or sell any patented invention that may in any 
way be related thereto. 

21. Packing Procedures 

The file folders containing the records will be 
placed upright in the box, in filing order, with 
fold ere facing the left end of the box when the 
box is Viewed from the hinged side. File tabs 
will be. visible for easy access and identification. 
Exceptions will be made only when the peculiar 
size and shape of the material is such as to make 
the specified arrangement impractical 
a Boxes will be filled only with one row of 
folders arranged as indicated above so that the 
records depot will be able readily to inspect, 
check, process, rack, search, and service records 
without navmg to provide additional boxes All 
spaces between the files and the sides, ends or 
cover of the box will be tightly packed with 
crumpled or wadded paper or other suitable 
packing material to avoid movement of contents 
during shipment. Additional file materia] or 
surplus file folders will not be used as packing 

• h ; .f 1163 of lar ° e headquarters, offices, and 
installations will be packed for shipment in gen- 
eral classes, within which the filing sequence 
existing at the time records were in current 
files will be preserved. The following guide as 
to the sequence of general classes will be followed 
to the maximum extent practicable: 

(1) Central decimal files. 

(2) Decimal files for each branch or division 
(where decentralized offices of record exist). 

(3) Funds (alphabetically by name). 
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